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Commentary 


The  task  of  News  &  Views  editor  has  recently 
been  assigned  to  Curt  Seeker.    Curt  has  the 
responsibility  of  gathering  articles  for  each  is- 
sue, so  if  you  have  an  article  to  submit,  or  have 
a  topic  you  would  like  to  see  covered,  please 
feel  free  to  call  Curt  at  444-1614. 


ISD  Rate  Reductions  For 
FY92 


On  July  1,  1991,  Information  Services  Division 
reduced  the  rates  for  computer  processing  and 
long  distance  telephone  rates.    The  reduction  in 
rates  came  as  a  result  of  the  increased  workload 
being  experienced  by  the  mainframe  computer 
system  and  the  telecommunications  network. 

COMPUTER  PROCESSING  RATES:  Process- 
ing rates  will  be  reduced  an  additional  5%  be- 
low the  Pi:'92  budgeted  rate,  resulting  in  a  rate 
that  will  be  24%,  instead  of  the  19%,  below  the 
FY91  level.  There  are  also  new  reduced  rates 
for  laser  printing  and  Computer  Output  Micro- 
film (COM). 

LONG  DISTANCE  TELEPHONE  RATE:    The 
discount  against  national  Direct  Daytime  Dial- 
ing (DDD)  rates  will  increase  from  23%  to 
24%,  resulting  in  an  additional  1%  savings  for 
long  distance  users. 

In  addition  to  these  reductions,  new  improved 
rates  are  anticipated  for  users  of  800  In- Wats 
calling  to  go  into  effect  in  the  August/ 
September  time  frame. 

The  effect  of  these  rate  reductions  will  vary  by 
agent7  depending  upon  your  usage  of  these 
services.    (Continued  on  page  2) 


(Continued  from  page  1) 

Also  elTcciive  July  1st,  the  Records  Manage- 
ment function  within  ISD  was  transferred  to  the 
Secretary'  ol"  State's  Office.    The  Computer  Out- 
put Microfilm  (COM)  function  will  remain  with 
ISD. 

If  you  have  any  questions  relating  to  these 
changes  or  you  would  like  a  copy  of  the  current 
rate  schedule,  please  contact  the  Information 
Services  Division  at  444-2700. 


The  Start  of  Something 

New 


This  issue  introduces  a  new  section  called 
"Agenc7  Spotlight".    The  section  will  highlight 
activities  from  agencies  outside  of  ISD.    This  is 
a  tremendous  opportunity  for  agencies  to  share 
with  others  the  truly  fascinating  projects  occur- 
ring in  state  government.    We  will  launch  this 
new  section  with  an  article  from  the  talented 
people  of  NRIS. 


Agency  Spotlight 

Montana's  Natural  Resource 
Information  System:   An 
Innovative  Approach  to 
Data  Management 

The  Montana  Natural  Resource  Information 
System  (NRIS)  was  established  by  the  Montana 
Slate  Legislature  in  1985  to  make  sources  of 
information  on  Montana's  natural  resources 
easily  and  readily  accessible.    Serving  business 
and  industry,  government  agencies,  and  private 
citizens,  NRIS  operates  a  data  clearinghouse 
and  referral  service  to  link  users  with  the  best 
sources  of  information.    NRIS  helps  coordinate 
among  agencies  and  organizations  that  collect, 
manage,  or  use  the  same  types  of  natural  re- 
source information  to  prevent  duplication  of 
effort  and  promote  information  sharing.    NRIS 
is  a  collection  of  three  systems:  Montana  Natu- 
ral Heritage  Program,  Montana  Geographic 


Information  System  (GIS),  and  Montana  Water 
Information  System. 

NRIS'  annual  operating  budget  is  approximatelv 
5600,000.    About  one-half  of  this  amount  is 
authorized  by  the  Montana  Legislature  as  base 
funding  for  the  program  and  is  comprised  of 
three  sources:    a  direct  appropriation  from 
Montana's  Resource  Indemnity  Trust  Fund, 
license  fees  from  the  Montana  Department  of 
Fish,  Wildlife  and  Parks,  and  federal  funds  from 
the  Office  of  Surface  Mining,  as  administered  by 
the  Montana  Department  of  State  Lands.    The 
other  half  of  the  budget  is  comprised  of  a  con- 
sortium of  service  contracts  with  state  and  fed- 
eral agencies,  including  the  Montana  Depart- 
ment of  Health  and  Environmental  Sciences, 
and  U.S.  EPA,  among  others.    NRIS  also 
charges  for-profit  users  for  data  and  services, 
and  fees  collected  help  support  program  opera- 
tions. 

NRIS'  Approach  to  Data  Management 

The  NRIS  program  is  innovative  for  three  rea- 
sons.   First,  NRIS  is  housed  in  the  Montana 
State  Library,  which  provides  a  "neutral  corner" 
to  disseminate  sometimes  controversial  informa- 
tion without  bias.    Few  states  have  developed  a 
program  like  NRIS,  and  no  other  state  has 
placed  it  in  a  state  library.    The  integration  of 
NRIS  with  other  functions  at  the  State  Library 
also  provides  a  recognizable  and  consistent  con- 
tact point  for  prospective  data  providers  and 
users. 

Second,  NRIS  eschews  the  traditional  "central- 
ized database"  approach-where  users  are  lied 
into  one  single  system-as  too  costly  to  imple- 
ment and  too  complex  to  operate  and  maintain 
given  diverse  user  needs.    Instead,  NRIS  pro- 
vides a  central  access  point  to  decentralized 
data  sources;  it  is  not  a  central  data  storage 
facility,  but  rather  a  road  map  to  identify  im- 
portant data  sources  and  coordinate  access  to 
them.    This  strategy  enables  each  agency  to 
manage  its  own  data,  but  also  allows  for  maxi- 
mum data  sharing  among  participating  agencies 
and  organizations. 

A  third  aspect  of  NRIS  is  the  integration  of  the 
three  major  components,  offering  the  capability 
to  make  connections  among  the  data  sets  being 
managed  and/or  accessed.    For  example,  NRIS 
(Continued  on  page  3) 
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uses  the  GIS  to  manipulate  and  analyze  the 
available  water  and  biological  data  and  then 
produce  maps  for  users  to  meet  their  specific 
needs.    The  GIS  applications  have  provided  a 
greater  understanding  of  the  state's  natural 
resources  and  an  increased  ability  to  apply  this 
knowledge  to  the  conservation,  management, 
utilization,  development,  and  preservation  of  the 
Slate's  vital  resources.    In  addition,  the  GIS 
serving  the  Clark  Fork  River  Superfund  project 
could  very  well  become  a  national  model  for 
similar,  large-scale  cleanup  projects. 

A  benefit  of  NRIS  is  that  scientists,  researchers, 
managers,  and  planners  can  concentrate  on  the 
specific  tasks  they  must  perform.    Although 
these  professionals  must  rely  on  information 
during  their  work  activities,  NRIS'  existence 
makes  it  unnecessary  for  them  to  become  infor- 
mation management  experts  and  spend  large 
amounts  of  time  searching  for,  locating,  and 
then  manipulating  information.    By  providing 
services  related  lo  these  activities,  NRIS  helps 
agencies  minimize  staffing  requirements  and  get 
the  best  use  of  their  personnel. 

Interactions  with  Other  Agencies  and  Systems 

NRIS  has  become  a  magnet  for  natural  resource 
information  management  activities  in  Montana. 
For  managers,  planners,  field  specialists, 
researchers,  even  data  processing  technicians, 
the  quality  of  their  work  and  ability  to  achieve 
objectives  is  directly  related  to  their  success  in 
using  information  effectively.    A  fundamental 
NRIS  tenet  is  its  complementary  relationship  to 
state  agenc7  work  plans.    The  agencies  involved 
in  natural  resource  information  management  are 
all  progressing  with  technology  and  are  all 
working  to  share  and  better  utilize  their  collec- 
tive intelligence-both  inter-  and  intra-agenc7. 
To  have  a  state  program  such  as  NRIS,  which 
supports  agency  efforts  directed  at  developing 
state-of-the-art  information  management 
systems,  has  been  both  timely  and  effective. 

Because  NRIS  is  designed  to  network  many 
individual  systems  (i.e.,  centralized  access  to 
decentralized  data),  the  project  allows  agencies 
the  flexibility  and  opportunity  to  tailor  their 
information  systems  to  specific  needs.    Simulta- 
neously, NRIS'  existence  encourages  and 
enhances  opportunities  to  tailor  those  systems 
consistently  to  allow  maximum  sharing  and 


interagency  use.    By  supporting  this  program, 
the  agencies  are  investing  in  a  solid  infrastruc- 
ture for  state-of-the-art  information  manage- 
ment, potentially  leading  to  state-of-the-art  nat- 
ural resource  management.    NRIS'  progress  in 
the  first  six  years  has  been  convincing-agency 
cooperation  is  steadily  increasing  and  the  pros- 
pects for  long-term  success  are  extremely  prom- 
ising.   The  Montana  NRIS  program  is  a  viable 
prototype  for  other  states  facing  extensive  natu- 
ral resource  information  management 
challenges. 

-Jon  Sesso,  Jim  Stimson,  and  Allan  Co.x,  Mon- 
tana State  Library 


Imaging  Project  Team 
Meetings  Begin 


The  first  meeting  for  the  imaging  project  team 
was  held  on  July  30,1991.    The  imaging  project 
team  consists  of  individuals,  selected  by  their 
respective  Department  Directors,  which  repre- 
sent a  majority  of  departments  in  state  govern- 
ment and  were  enlisted  to  investigate  the  poten- 
tial benefits  and  applications  of  image  process- 
ing, with  the  objective  of  developing  a  State- 
ment of  Direction  for  employing  imaging  tech- 
nology in  state  government.    The  intent  is  to 
develop  a  consistent  and  prudent  approach  to 
the  use  of  imaging  technology  throughout  state 
government. 

Imaging  technology  is  new  to  the  state,  yet  the 
potential  savings  associated  with  instituting  such 
technology  is  tremendous.    An  imaging  system 
could  automate  labor-intensive  manual  file 
retrieval,  improve  service  by  allowing  shared  use 
of  document  images,  distribute  documents 
throughout  the  organization,  eliminate  loss  due 
to  refiling,  and  reduce  physical  document 
storage  space. 

The  imaging  process  begins  when  paper  docu- 
ments are  copied  (or  scanned)  into  an 
electronic  format  (or  document  image)  and 
stored  in  a  file.    This  file  can  then  be  integrated 
into  an  imaging  system  which  can  provide,  on 
the  same  screen,  a  document  image  with  data 
applications  that  in  most  cases  already  exists. 
(Continued  on  page  4) 
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The  project  team  will  be  soliciting  the  services 
of  an  imaging  consultant  to  help  build  the  foun- 
dation of  expertise  in  image  processing  and 
respond  to  some  of  the  issues  which  the  team 
has  already  raised.  --Curt  Seeker 


Microcomputer 


Windows  3.0  Support 

ISD  is  now  providing  full  support  of  Microsoft 
Windows  3.0.    Windows  provides  a  graphical 
user  mterface  (GUI)  for  PCs  using  PC-DOS  or 
MS-DOS  version  3.1  or  later.    Some  of  the 
advantages  of  Windows  include: 

-  more  "user  friendly"  than  DOS 

-  can  run  more  than  one  application  at  the 
same  time 

-  can  transfer  information  between  applica- 
tions 

-  gets  past  the  640K  DOS  memory  barrier  by 
utilizing  extended  memory 

Windows  does  have  some  requirements  that 
make  it  an  mappropriate  choice  in  certain  situa- 
tions.   It  requires  a  lot  of  memory  (we  recom- 
mend 4M)  and  a  fairly  powerful  processor  (we 
recommend  at  least  a  12  megahertz  80286,  and 
prefer  an  80386).    If  you  have  the  proper  hard- 
ware, Windows  offers  some  substantial  produc- 
tivity gains. 

For  more  information  about  Windows,  you  can 
refer  to  the  ISD  document  "Personal  Computer 
Directions  -  State  of  Montana".    Chapter  3 
discussed  PC  operating  systems  and  Windows. 
If  you  need  a  copy  of  this  document,  call  the 
ISD  Help  Desk  at  444-2973. 

If  you  need  assistance  or  have  questions  about 
Windows  3.0,  call  one  of  the  staff  of  End  User 
Computing  at  444-3987,  or  Network  Control  at 
444-2595. 

New  Release  Of  LOTUS  1-2-3 

Lotus  1-2-3  Release  2.3  is  now  available  as  an 
upgrade  to  release  2.2.    Some  of  the  biggest 
improvements  are: 

WYSIWYG  fWhat-You-See-Is-What-You-Get)  - 
This  is  ;i  live  graphical  interface  which  displays 
things  on  the  screen  just  like  they  will  look  on 


paper.  You  can  see  fonts,  bold,  italic,  underlin- 
ing, lines,  drop  shadows,  and  shading  on  screen 
as  you  type  them. 

Lotus  Magellan  Viewer  -  This  add-in  enables 
fast,  efficient  file  linking  and  enables  you  to  see 
a  worksheet  before  you  retrieve  or  link  to  it. 
The  Viewer  also  allows  you  to  browse  through 
word  processing  or  electronic  mail  files  from 
within  1-2-3. 

Auditor  -    This  add-in  simplifies  the  job  of 
documenting  and  analyzing  complex  worksheet 
logic. 

Graphics  -  More  graph  types  are  available,  and 
you  can  embed  live  graphs  on  a  worksheet  and 
annotate  graphs  with  text,  arrows,  boxes,  and 
drawings.  This  includes  rotating  elements  of  a 
graph,  and  printing  graphs  horizontally  or  with 
a  3-D  effect. 

Printing  -  Printing  is  greatly  improved.    New 
printing  features  include  an  automatic  print 
page  compression  feature  that  ensures  an  entire 
report  will  fit  on  one  page,  making  report  gene- 
ration much  easier.    Most  Lotus  setup  strings 
have  been  eliminated  since  many  printing  op- 
tions can  be  obtained  from  the  Wysiwyg  menu. 
Also  included  is  a  print  preview  feature,  so  you 
can  view  your  document  before  printing  it. 
Memory  management  -  You  can  build  bigger 
worksheets.  Up  to  12  Mb  of  additional 
expanded  memory  (LIM  Spec,  version  3.2  or 
4.0)  may  be  used.    This  requires  an  expanded 
memory  manager. 

Release  2.3  maintains  keystroke  compatibility 
with  files,  data,  macros,  and  applications  from 
previous  releases  of  1-2-3.    It  is  as  fast  or  faster 
than  previous  releases  of  1-2-3,  even  in  graphi- 
cal mode. 

ISD  will  support  Lotus  1-2-3  release  2.3  and 
release  3.1.    Older  releases  of  Lotus  (eg.  2.2, 
2.01,  etc)  will  continue  to  be  supported  as  long 
as  we  have  expertise  with  that  release.    We 
recommend  that  you  upgrade  from  2.2  to  2.3  if 
you  need  the  new  features.    You  may  want  to 
consider  waiting  for  the  Windows  version  of 
Lotus  1-2-3  if  you  are  running  Windows  or  will 
be  using  Windows  in  the  near  future.    We  plan 
to  update  our  training  classes  to  include  release 
2.3  features,  but  those  dates  have  not  been  set. 
More  information  about  Lotus  2.3  training  will 
appear  in  an  upcoming  issue  of  News  &  Views. 

If  you  have  questions  about  Lotus  2.3,  call  In.' 
Vavruska  in  End  L'scr  Computing  at  444-2S5S. 
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ISD  HELP  DESK   444-2973 

Have  a  problem?    Need  ISD  assistance  or  sup- 
port for  any  of  you  information  processing 
needs,  be  it  voice  or  data?    The  central  point  is 
the  ISD  HELP  DESK. 


Information  Services  Mailing  List 
Update 

We  are  in  the  process  once  again  of  updating 
our  mailing  list.  Please  send  any  corrections 
you  may  have  to  ISD  Help  Desk,  Information 
Services  Division.  Below  is  the  form  used  by 
our  office.  Feel  free  to  copy  the  form  if  you 
need  more.  If  you  have  any  questions  regarding 
this,  call  Sherry  Leone  at  444-2973. 


**  **  ISD  MAILING  LIST  UPDATE  FORM  **  ** 
PLEASE  CIRCLE  ONE:  ADD  CHANGE     DELETE 

N&V:_  PROGRAMMER:_  DATABASE:       _  STATISTICAL:_ 

LAST  NAME:  FIRST  NAME:  

TITLE:  AGENCY: 


DIV.  BUR:, 
CITY: 


ADDRESS: 


STATE:         ZIP: 


DISTRIBUTION  TYPE: 


B  =  BOX      ISD  BOX  NUMBER: 


D= DEADHEAD 
M^MAIL 

NOTICE:  The  first  line  of  your  address  label  lists  the  categories  we  use  for  mailings.    An  X  indicates 
that  you  are  currently  marked  to  receive  that  type  of  information.    A  DESCRIPTION  FOR  EACH 
CATEGORY  IS  AS  FOLLOWS: 

NV  (N&V)  =  NEWS  &  VIEWS 

PRG  (PROGRAMMER)  =  MAINFRAME  UPDATES 

DB  (DATABASE)  =  MAINFRAME  DATABASE  UPDATES  (IDMS) 

ST  (STATISTICAL)  =  MAINFRAME  AND  PC  SAS  USERS 
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Training  Inj 

'ormation 

All  classes  will  be  held  in  the  basement  of  the  Teachers  Retirement 

Building  at 

1500  6th  Ave, 

unless 

another  location  is  specified.    There  is  a  limit  of  12  participants  per  paid  class  and  20  participants  per                 | 

demonstration  (free)  class,  unless  otherwise  announced. 

The  classes  available  and  their  costs  are  as  follows: 

Length 

Class  Name 

Cost 

in  Days 

introduction  to  TSO/SPF 

$  75.00 

1 

Introduction  to  JCL  (Job  Control  Language) 

300.00 

4 

Accelerated  Introduction  to  JCL 

75.00 

1 

*CICS  Command  Level  Programming 

575.00 

5 

Introduction  to  IDMS 

480.00 

5 

IDMS  ADS/Online 

480.00 

5 

*Introduction  to  Culprit 

225.00 

3 

*Subscripting  in  Culprit 

FREE 

Vi 

*Culprit  Programming  for  IDMS 

150.00 

2 

*Using  COMPAREX 

37.50 

Vi 

*  Using  Novell  Network 

37.50 

Vi 

♦Introduction  to  SAS:    Module  1 

18.75 

'/4 

Module  2 

18.75 

Va 

Module  3 

187.50 

IVi 

Module  4 

37.50 

Vi 

Module  5 

37.50 

Vi 

Beginning  Microcomputer  Skills 

75.00 

1 

Fundamentals  of  DOS 

75.00 

1 

Mntermediate  DOS 

75.00 

1 

Introduction  to  WordPerfect  (5.0  or  5.1) 

112.50 

IV2 

Advanced  Features  of  WordPerfect  (5.0  or  5.1) 

112.50 

l'/2 

WordPerfect  Complex  Document  Design 

FREE 

'/4 

Introduction  to  Lotus  1-2-3  (Rel.  2.2  or  3.1) 

150.00 

2 

♦Spreadsheet  Design  and  Documentation 

75.00 

1 

Advanced  Lotus  1-2-3  (Rel.  2.2  or  3.1) 

150.00 

2 

♦Freelance 

75.00 

1 

Lotus  1-2-3  Macros,  Release  2.2 

150.00 

2 

♦Lotus  1-2-3  Database  Features 

150.00 

2 

♦Introduction  to  PFS:Professional  File,  Ver.  2.0 

75.00 

1 

Micro  Database  Concepts  and  Design 

75.00 

1 

Introduction  to  R:Base  (Rel.  3.1) 

187.50 

2'/2 

♦Intermediate  R:Base  (Rel.  3.1) 

150.00 

2 

♦State  Telephone  Training 

in  this  issue. 

FREE 

'/4 

*    This  class  is  not  scheduled  durmg  the  time  covered 
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Data  Network/Mainframe  Classes 


August  26  through  30 
September  18 
September  23  through  27 
September  30 
October  1  through  4 

Microcomputer  Classes 

October  7 
October  28 


Introduction  to  IDMS 

Accelerated  Introduction  to  JCL 

IDMS  ADS/Online 

Introduction  to  TSO/SPF 

Introduction  to  JCL  (Job  Control  Language) 


Beginning  Microcomputer  Skills 
Fundamentals  of  DOS 


Word  Processing  Classes 

September  5,  September  6  am 
September  12,  September  13  am 
October  8,  October  9  am 
October  10,  October  11  am 
October  29 

Spreadsheet  Qasses 

September  9  and  10 
September  16  and  17 
September  19  and  20 
October  17  and  18 
October  24  and  25 

Database  Classes 


Introduction  to  WordPerfect  5.1 
Advanced  Features  of  WordPerfect  5.0 
Introduction  to  WordPerfect  5.0 
Advanced  Features  of  Wordperfect  5.1 
WordPerfect  Complex  Document  Design 


Introduction  to  Lotus  1-2-3,  Rel.  2.2 
Advanced  Lotus  1-2-3,  Rel.  2.2 
Lotus  1-2-3  Macros,  Rel.  2.2 
Introduction  to  Lotus  1-2-3,  Rel.  3.0 
Introduction  to  Lotus  1-2-3,  Rel.  2.2 


August  26 

August  27  and  28,  August  29  am 


Micro  Database  Concepts  and  Design 
Introduction  to  R:Base 
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Data  NetworkI Mainframe  Classes 


INTRODUCTION  TO  TSO/SPF:       presented  by  Jeff  Holm  of  Application  Services  Bureau 


DATE: 

TIME: 

PREREQUISITE: 

LOCATION: 


September  30,  1991 

8:30  am  to  4:00  pm 

3270nd  (interactive  class  on  terminal  operation) 

Basement  of  the  Teachers  Retirement  Bldg  at  1500  6th  Ave. 


INTRODUCTION  TO  TSO/SPF  is  a  hands-on  workshop  about  using  computer  terminals  (or  PC 
terminal  emulators)  and  the  SPF  editor.    SPF  is  an  easy-to-learn  menu  system  used  to  enter  data  and 
programs  into  the  State  of  Montana  central  computer.    Entering  data,  changing  data  and  submitting 
programs  (jobs)  for  execution  are  covered  in  detail.    Also  covered  are  SPFs  utility  functions  and  the 
tracking  of  job  output. 

This  course  is  essential  for  state  government  personnel  using  terminals  or  PC's  linked  to  the  State's 
central  computer.    It  is  a  prerequisite  for  many  other  ISD  classes. 


ACCELERATED  INTRODUCTION  TO  JCL  (JOB  CONTROL  LANGUAGE):      presented  by  Jeff 

Holm 
of  the  Application  Services  Bureau 

DATE:  September  18,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  TSO/SPF  skills  and  a  TSO  logonid 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

In  this  class,  you  will  learn  the  basics  of  writing  JCL  to  control  the  execution  of  programs  on  the  state 
mainframe  computer.    The  class  is  a  highly  condensed  version  of  the  standard  JCL  class.    It  covers  how 
to  submit  jobs;  the  differences  between  executing  a  program  and  a  procedure;  how  to  read  old  datasets 
or  create  new  ones;  how  to  control  where  and  how  reports  are  printed;  and  our  installation  conventions 
for  using  computer  tapes  and  disk  datasets. 


INTRODUCTION  TO  JCL  (JOB  CONTROL  LANGUAGE):       presented  by  Jeff  Holm  of  the 

Application  Services  Bureau 

DATE:  October  1  through  October  4,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Introduction  to  TSO/SPF 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  designed  for  programmers,  I/O  controllers,  operations  technicians  or  users  of  report-writ- 
ing software  who  submit  jobs  on  the  slate's  mainframe  system. 

Tlic  cour.sc  will  cover: 
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Syntax  and  coding  of  IBM  Job  Control  Language  (JCL) 

MVS  operating  system 

Handling  dataseis  and  device  assignments 

Some  of  the  IBM  utilities 

Troubleshooting  and  interpreting  system  messages 

Hands-on  experience  writing  and  executing  JCL 


BEGINNING  MICROCOMPUTER  SKILLS:      presented  by  the  staff  of  The  Computer  School 

DATES:  October  7,  1991 

TIME:  8:15  am  to  4:30  pm 

PREREQUISITE:  None 

LOCATION:  Basement  of  the  Teachers  Retirement  BIdg.  at  1500  6th  Ave. 

This  course  will  give  participants  brief  hands-on  experience  with  microcomputers.    The  following  topics 
will  be  covered: 

•  The  Machine  •  Spreadsheets  and  Graphics 

•  The  Operating  System  •  File  Management 

•  Word  Processing  •  Communications 

All  class  time  will  be  spent  using  microcomputers  and  software.    This  course  helps  develop  a  positive 
attitude  toward  using  microcomputers  and  teaches  their  basic  functions.    It-or  its  equivalent-is  a 
prerequisite  for  other  microcomputer  courses. 


FUNDAMENTALS  OF  DOS:  presented  by  the  staff  of  The  Computer  School 

DATE:  October  28,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Micro  Skills  and/or  3  months  micro  experience 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

"Fundamentals  of  DOS"  is  intended  for  microcomputer  users  who  need  to  know  more  about  controlling 
the  microcomputer  through  its  operating  system.  Programming  experience  is  NOT  required.  Topics  to 
be  covered  include: 

•  What  is  DOS?    Why  is  it  necessary  to  know  about  it? 

•  DOS  names  for  peripherals 

•  File  naming 

•  Set-up  files  such  as  CONFIG.SYS 

.       Internal  DOS  commands  -  DIR,  ERASE,  RENAME,  TYPE,  COPY  and  their  variations 
External  commands  -  FORMAT,  SYS,  DISKCOPY,  CHKDSK,  MODE 

•  Interpreting  batch  files 

•  Backup  procedures 
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INTRODUCTION  TO  WORDPERFECT  5.0: 


presented  by  the  staff  of  the  Application  Services 
Bureau  or  The  Computer  School 


DATE:  June  3  and  4,  1991,  or 

July  10  and  11,  1991 
TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  beginning  users  of  WordPerfect  5.0.    Experience  with  WordPerfect  4.2  is  not 
necessary.    Participants  will  go  through  the  fundamentals  of  creating,  printing,  and  editing  documents. 
The  class  will  cover  the  Setup  feature;  formatting  documents  as  they  are  created  and  after  creation;  and 
some  time  saving  features  such  as  spell  check,  merges,  block  functions  and  macros. 


ADVANCED  FEATURES  OF  WORDPERFECT  5.0: 


presented  by  staff  of  Application  Services 
Bureau  or  The  Computer  School 


DATE:  September  12  and  13,  1991 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.0  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

For  those  already  using  WordPerfect  5.0,  the  advanced  class  will  cover  footnotes,  column  generation, 
sorting  capabilities,  dual  document  editing,  font  changes  within  a  document,  creation  of  style  sheets  and 
master  documents,  keyboard  layout,  the  compose  function  and  graphics. 


INTRODUCTION  TO  WORDPERFECT  5.1:       presented  by  The  Computer  School  staff 

DATE:  September  5  and  6  1991.  or 

October  8  and  9,  1991 
TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  users  who  are  new  to  WordPerfect.    Experience  with  WordPerfect  5.0  is  not 
necessary.    Participants  will  go  through  the  basics-creating,  editing  and  printing  documents.    What  about 
the  Setup  feature  and  formattirif^  documents  both  during  and  after  creation?    Some  advanced  features-spell 
check,  block  functions  and  others  (merges?  macros?)-w\\\  also  be  covered. 
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ADVANCED  FEATURES  OF  WORDPERFECT  5.1:       presented  by  The  Computer  School  staff 

DATE:  October  10  and  11,  1991 

TIME:  8:30  am  to  3:30  pm  on  first  day 

8:30  am  to  noon  on  second  day 
PREREQUISITE:  Introduction  to  WordPerfect  5.1 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  geared  for  those  who  are  proficient  in  the  basics  of  WordPerfect  5.1.    Topics  include 
footnotes,  text  columns,  sorting,  style  sheets,  master  documents,  keyboard  layout,  graphics,  table  formats, 
advanced  merging  and  generation  of  labels. 


WORDPERFECT  COMPLEX  DOCUMENT  DESIGN:  presented  by  Kyle  Wynn  of  the 

Application  Services  Bureau 

DATE:  October  29,  1991 

TIME:  10:00  am  to  noon 

PREREQUISITE:  Introduction  to  WordPerfect  5.0/5.1 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  "hands-on",  free  class  will  cover  Master  and  Subdocument  design.    Using  WordPerfect's  Master 
Document  feature  allows  creation  of  larger  or  more  complex  documents  while  providing  a  more 
manageable  and  editable  document.    Examples  are  documents  or  reports  containing  several  chapters  or 
requiring  indices,  tables  of  contents,  outlining,  or  footnotes.    The  demonstration  will  highlight  WordPer- 
fect features  that  make  combining  several  subdocuments  within  a  master  document  easy.    Students  will 
learn  how  to  build  and  expand  a  master  document  that  includes  a  table  of  contents,  footnotes,  and  an 
index. 


INTRODUCTION  TO  LOTUS  1-2-3  RELEASE  2.2:         presented  by  the  staff  of  the  Application 

Services  Bureau  or  The  Computer  School 

DATE:  September  9  and  10,  1991  and 

October  24  and  25,  1991 
TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills  or  equivalent 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants'  choosing. 

The  class  will  concentrate  on  using  1-2-3  Release  2.2  to  design,  create,  edit  and  print  spreadsheets  and 
to  create  graphics.    Some  intermediate  features  such  as  the  Allways  Add-In  product  will  be  used  to 
teach  enhanced  printing  of  spreadsheets  and  graphs. 
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ADVANCED  FEATURES  OF  LOTUS  1-2-3,  VERSION  2.2:        presented  by  The  Computer  School 

DATE:  September  16  and  17,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Introduction  to  Lotus  1-2-3 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  course  is  designed  for  anyone  who  is  using  Lotus  1-2-3  to  create  spreadsheets  for  all  but  the 
simplest  applications.    It  consists  of  lecture,  hands-on  practice,  lab  work  and  a  question  and  answer 
period.    Advanced  features  include: 

File  linking  and  multiple  worksheet  consolidation 

The  @  functions 

Use  of  dates  and  times  within  1-2-3 

Hiding  and/or  protection  of  spreadsheet  ranges 

Advanced  global  settings 

Setting  sheets  and  improved  graph  appearance 

The  class  will  also  cover  demonstrations  of  Lotus  1-2-3's  database  and  Macro  functions  and  many  other 
features  not  included  in  Introduction  to  Lotus  1-2-3. 


INTRODUCTION  TO  LOTUS  1-2-3  RELEASE  3.0:      presented  by  The  Computer  School  staff 

DATE:  October  17  and  18,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

TTiis  class  is  designed  for  persons  with  little  or  no  Lotus  1-2-3  experience.    It  will  consist  of  instructions 
and  hands-on  practice,  with  lab  time  available  for  building  spreadsheets  of  the  participants'  choosing. 

The  class  will  cover  design,  creation,  printing  and  editing  of  3-dimensional  spreadsheets.    Additional 
topics  will  include  selected  graphic  features,  the  use  of  formulae  to  connect  spreadsheets,  multiple 
spreadsheets  within  a  single  file,  and  the  opening  of  multiple  files  at  the  same  time. 


LOTUS  1-2-3  MACROS,  RELEASE  2.2:        presented  by  the  Irvin  Vavruska  of  the  Application  Services 

Bureau 

DATE:  September  19  and  20,  1991 

TIME:  8:30  am  to  4:30  pm  each  day 

PREREQUISITE:  Beginning  and  Advanced  Lotus  1-2-3  Release  2.2 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  for  those  who  want  to  learn  about  Lotus  1-2-3  macros.    It  will  consist  of 
instruction,  demonstrations,  and  hands-on  practice  with  lab  time  available  to  build  spreadsheets  of 
participant's  choosing.    The  class  will  concentrate  on  using  1-2-3  Release  2.2  to  design,  create,  and  edit 
macros  to  perform  simple  operations  or  redundant  tasks.    Material  covered  will  include  writing  and 
debugging  macros,  using  the  keystroke  recorder,  and  using  advanced  macro  commands. 
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Database  Classes 


MICRO  DATABASE  CONCEPTS  AND  DESIGN: 


presented  by  Jeff  Holm  of  Application  Services 
Bureau 


DATE:  August  26,  1991 

TIME:  8:30  am  to  4:30  pm 

PREREQUISITE:  Beginning  Microcomputer  Skills 

LOCATION:  Basement  of  the  Teachers  Retirement  Bldg.  at  1500  6th  Ave. 

This  class  is  designed  to  give  participants  a  preliminary  understanding  of  what  a  relational  database  is 
and  how  it  compares  to  other  products  like  Lotus  1-2-3  and  PFS:Professional  File.  The  class  teaches 
database  design  techniques  and  is  a  prerequisite  for  other  database  classes  offered  by  ISO. 


INTRODUCTION  TO  R:BASE,  RELEASE  3.1: 


presented  by  Irvin  Vavruska  of  Application  Services 
Bureau 


DATE:  August  27  through  August  29,  1991 

TIME:  8:30  am  to  4:30  pm  on  first  and  second  days 

8:30  am  to  noon  on  third  day 
PREREQUISITE:  Micro  Database  Concepts  and  Design 

LOCATION:  Basement  of  the  Teachers  Retirment  Bldg.  at  1500  6th  Ave. 

This  class  will  give  participants  hands-on  experience  creating  a  database  and  developing  a  simple 
application  with  R:Base  3.1.    The  application  will  include  database  updates,  queries,  and  simple  form 
and  report  generation.    The  R:Base  menu  system  will  be  used  to  develop  the  application.    This  class  will 
not  cover  the  R:Base  command  mode  or  programming  other  than  menu  system  application  development. 
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ISD  CLASS  ENROLLMENT  APPLICATION 

COMPLETE  THIS  APPLICATION  IN  FULL  AND 

RETURN  IT  TO  THE  INFORMATION  SERVICES  ''HELP  DESK' 

PRIOR  TO  THE  FIRST  DAY  OF  CLASS 


COURSE  DATA 


Course  Requested: 
Date  Offered: 


STUDENT  DATA 

Name: 

Soc  Sec  Nbr  (for  P/P/P) : 

Aqency  &  Division: 

Mailing  Address: 

Phone: 

How  have  you  met  the  required  prerequisites  for  this 
course?   Explain  giving  the  class (es)  taken,  tutorial (s) 
completed,  and/or  experience. 

BILLING  INFORMATION/ AUTHORIZATION 


ISD  Billing  Number  (5  digits) 
Authorized  Signature:  


FULL  CLASS  FEE  WILL  BE  BILLED  TO  THE  REGISTRANT  UNLESS 

CANCELLATIONS  ARE  MADE  THREE  BUSINESS  DAYS  BEFORE 

THE  START  DATE  FOR  EACH  CLASS. 


DEPARTMENT  OF  ADMINISTRATION 
INFORMATION  SERVICES  DIVISION 
RM  2  5   MITCHELL  BLDG 
HELENA   MT   59620 


NV 


MON"^ANA  STATE  LIBRARY 
REFERENCE  £  I  IFO  SERVICES 
1515  F  SIXTH 
HELENA  MT  5  9620 


DEADHEAD 


